HRPA — Personnel
Administration

An AASIS Training Guide

Demonstration

- Changing an Employee’s Contract Field Option

Human Resources > Personnel Management >
Administration > HR Master Data
(PA30)

Note: The contract field on the employee’s Organizational Assignment
infotype along with employee group and subgroup determines benefits
eligibility for the employee. Therefore, it is important for the contract

field to reflect accurate information so the employee can be enrolled in

the benefits they are eligible for.
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Infotype
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» REMEMBER: Rehired retirees are
eligible to be enrolled in a different
retirement plan than what they retired
in as long as they were hired to work at
least 80 hours or more a month for 3
months or more, or they are to work
1000 hours a year (i.e. Employee who
retired from DFA, hired at the Dept. of
Education). In this case, do not use
one of the rehired retirees options.

Use an option that is used for a regular
employee (i.e. 1000 Hours/Year, etc).

5. Change the Start date to the
beginning date of the current pay
period in which the change is being
made.

6. In the Contract field, click on the
drop-down list and select the
appropriate option.

» For employees who enroll in the
DROP and work 1,000 hours or more
a year, select “Drop 1000 Hrs Yr”.
This employee will be eligible for the
health and life benefits, but not
retirement.

» For employees who enroll in the
DROP and work less than 20 hours a
week, select “Drop < 20 Hrs WK”.
This employee will not be eligible for
any benefits.

» For rehired retirees who work
1,000 hours or more a year, select
“‘RehirRet 1000YR”. This employee
will be eligible for the health and life
benefits, but not retirement.

» For rehired retirees who work less
than 20 hours a week, select
“RehireRET <20 WK”. This
employee will not be eligible for any
benefits.
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SCREEN VIEW STEPS
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9. The message, “Record created”
will appear.
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